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. 1o . Records Management Briefing _ . K N
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i Oorbificate in Records Adminiatration - Am-mn Uninruty
“ oo (8 Sewmester COuraea)

4 8, Ortentation for lloctronic Data Proceuins ‘Radie ccrmtioa
o of Aurica .

':3.6.' G8A Sominar on Records Management (1 week)
Anvmn

7. Archives Administration - American Unitversity and eh-
: Metional Archives (1 wonth) .

’ &. . Blectonic Data Systems - Radio COrporction of A-oricn (1 mk)

9. Graduate Stuﬂy in Records Management - Americes m”" 1ty - ;
. (30 Semesters) . o o

"IV, PROFESSIONAL SOCIETIES AND CONFERBNCES
.1. Bociety of American Archivists
. 2+ HNational Office Management Association
3+ Bociety for the Advancement of )hnagemnf;
" 4, Boclety for Public Adwinistration ST
9+. Inter-agency Records Administration COnrerdme S T
. 6. Inter-agency Management Analysts Conference

"

NE:. c-u Extension 2468 for further 1nromtion or to nh amnmentl
"~ to attend.
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Summary of Training Hours ior Onetie=Job Courscs,
Records Managemcnt Analysis (4), ana Basic

Records l'anarement Analjsis (THIA)

St BJECT
Overall Records lManagement Program
Reports Management
Correspondence Mana;cment
Forms Managoment
kanagement of Record Keeping
Records Iisposition

Totals
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RHA

Min.  Nax.
16 16
ko 60
Lo 60
Lo 60
60 8o

-

256 356

HRHA
28 28
10 180
o 180
160 200
180 2o
180 20
628 1068
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Mo
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Check List for Records Management Analysis (RFA)
and Basic ilecords Management Analysis (BRIA) On-the-Job Treining Courses

FPhasgse
AGENCY LLCURIS FAVACLMLLT Fix.GRAM

Sriefing on overall Frogram with
respect to: Conecept, developuent,
and adninistration of ilie Programg
laws and regulations; ana rclation-
ships with other Headquartcrs

RMA «~ 2 hours
BRMA « 2 hours

Study of Laws anc regulations;
Hoover Cormission Reports on _
papcrwork mana;emont; Staff reports
of accorplishment; functional

statements

RMA =~ I hours
BREA « 16 hours

Briefings on each functional arca
of the Records Management Frogram

REA = 10 hours
BRMA - 10 hours

Knovledges and Skills to be Acouired

a.
be

Co

d.
=

i

General knowledge of Program background

and adndnistration -

Good knovled;e of laws and regulations
applicable to the Program

Viorking knovledre of relationships

between LRecords Manapgement Staff and Operating
Offices,

Good knowledze of relationship between the
various functional arcas of recorcs management
Good knowleuge of coorcinating work within
lgt/S.

General knowled:c of the work in each
functional area of records managerment (e.g.
Forms Managerent, Reports Managrement » Records
Disposition, cte,)
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Phase

REPORTS MATAGERGNT

Seminar, study, practice problems, and
supervised work assignnents covering
reports anal;sis and control principles
applicable to:

ao

b,
Co

d,

Qo

Reviewing and coordinating proposed
requirements for reports

Surveys

Flanning and developing reporting
systems

Anal;zing existing reporting
systens

Rerort and directive writing

REA  L0=-00 hours
BRIA 10-130 hours

CONRESPOHLIHCL NALA il T

Seminar, study, practice problems
inspection tours, and supervised
work assigmments covering corres-
pondence managerent principles
applicable to:

2o
b.
Co
d,
€o

Formats and style
Supplies and equipment
Correspondence s)stems
Effective writing
Correspondence surveys

Enowledge and Skills to be Acquireu

Ceo

d.

b.
Co
d.

€,

Working knowledge of reports contrel
records and procedures.

Working krowledge of reports analjsis
principles and mcthods

Ability to plan, conduct, and present

a reports analysis project involving

a moderately complex reporting s;stem
Working knowledye of report and directive
writing

Working knowledge of the Staff's role

in pronoting improved correspondence

practices

General lnowleage of Agenc) corrcspone

dence stancards

Working knowledre of planning and cone

ducting a correspondence surve)

Working knowledge of typists® supplies

and equipment

Basic skill in analyzing correspondence

with respect to:

(1) Developing or improving form and
paitern letters

(2) Devcloping indexes to (1) above.

(3) Improving format and content of

d :
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Phase
¥0 IS KALAGAL T

Serinar, study, practice problerns,
and supervised work assipnments
covering forms manzgerent principles
applicable to:

a. The creation, continuance,
identification, procurement
stocking, issuance and utiliza-
tion of fors,

Je The design and construction of
forms anc procecures rclated
thereto.

RMA  }j0-60
BRMA 160-200

MARAGLMIXT OF ..s0Cii> KHLKITG

Seminar, study, inspcetion tours,
observations, practice problens,
and supervised work assigmeonts
covering:

2. Locaztion of filc stuotions

b. File classification plans

€. Records Systems

d. Supplies and equipment

€. Surveys

f. Mail control systcms

gs Vital recoras

1+
Enowledge and Skills to be Acquired

8. Working knowledge of the records and
procedures for processing reguests for
approvals of forms

b, Working knowled:e of requirements for
identifying, procuring, stocking, and
issuing forms,

€. General knowledge of specialty forms
anc speciall; printing and the prepara-
tion of specifications therefor.

de Basic skill in anal: zing requiremcnts
for foms with respect to theirs .

(1) vtilization (Essentiality, consolida~
tion with other forms, elimination,
related procedures, and instructions,)

(2) Design and construction v

€. Ability to conduct & forws analysis project
involving a moderately complex cut Torm,
such a project to include:

(1) Pact finding interview with requester,

(2) Development and presentation of recommens
dations

(3} Development of sketoh and specifications,

(L) Acceptance of product by requester,

8. Good understandi~g of the "Official File®
concept of locating file statioms

b, Working knowlcdgce of the Agene; subject~
numcrie plan anu case filing systens.

¢. Thorough knowlecge of the starcard (stock)
types of supplies znd equipment

d. General knowledge of specialty-type supplies
and equipment.

8, Ability to surve) an administrativo file at a Mvision
or sranch level, such a survey to includes
(1) Flanning the survey
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Developing rccommendations with resnect
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r

Phase

50 MAMAGEMANT OF RuCORD KEFPING CONTD.

6. RECCRIS DISIOSLTION

Seminar, study, inspection tours,
observations, and supervised work
assignments coverings

&o

be

Ce
de

Laws and regulations coverning
records dispogition -

The identificalion and sched-
uling of record and nonrecord
material,

Surveys

Appliing Records Control Sched-

‘ules

Records Center Operations

80 hours
240 hours

FMA « 60 -
BRMA « 180 -

-

Knowledse and Skills to be Acquired

Check

£,

e

£

ge

to location of files, file classie
fication plan, and supplies and

equipment,
(5) Training the file clerks

Preparing a survey report
Working knowledge of mail control
systems,
Working knowledge of the Agency Vital Records
program and general knowledge of Vital Records
Repository operations,

Thorough knowlecge of applicable laws,
statutes, and regulations,
Working knowledge of General Schedules,
Working knowledie of record and nonrecord
criteria applicabile to existing Agency
schedules,
Forking imowledre of inventorjing and
schicwuling procedures,
Ability to survey a small staff oifice (e.gs
Gencral Counsel), such a survey to include:
(1) Flanning the survey
(2) Inventorying the recorcs
(3) Developing schedales
Securing approval of schedules

) Preparing schedules in final form
(6) Preparing survey report
Ability to apply a schedule for the
retirement or destruction = records,
General knowledge of Archives and Records
Center operations,
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RECORDS MANAGEMENT SEMINARS

The first Records Management Seminar will be held on Qctober 17,
instead of October 7 as reported on the Interagency Records
Administration Conference flyer you recently received announcing
the September 16 meeting.

This is a five-day seminar for Records Management Analysts to be
held wonthly by the National Archives and Records Service.
Applications should be sent in at least two weeks in advance of
each seminar. Forms can be obtained from Room 103 National
Archives Building, Code 13, Ext, 34626. The next scheduled
Seminars are for October 17, November 14, and December 12,
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